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Overview

This training module provides the procedures for
requesting special pay under the State Civil Service
(SCS) Rule 6.5(g) for applicants who possess
extraordinary qualifications/credentials.

« Policy pertaining to a 6.5(g) request:

-- DOA Personnel Policy No. 45, Hiring
Above the Minimum, State Civil Service Rule 6.5(g)

http://www.doa.louisiana.gov/ohr/policies/PersonnelPolicy45.pdf

« Forms used for a 6.5(g) request: ’7

-- Release for Reference Checking &
-- Verification of Employment [6.5(g)] Request 7

http://www.doa.louisiana.gov/ohr/forms/forms1.htm



http://www.doa.louisiana.gov/ohr/policies/PersonnelPolicy45.pdf
http://www.doa.louisiana.gov/ohr/forms/forms1.htm
http://centerforhealthimreno.com/wp-content/uploads/form-from-computer.jpg

Rule Compliance: Approved Written Policy

The Office of Human Resources representative verifies the section/agency
possesses a required, written 6.5(g) SCS policy, approved by Appointing Authority.
The policy itself does not require Civil Service Commission approval.

- of Human Resources
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DOA Personnel Policies

The DDA Personnel Policies listed below are the most recent revisions approved by the Appointing Authority.

To view DOA Policies click here: DO

To view DOA Flexible Maximum Hire Rates enly click here: SERs

; PDF
Policy No. Titl ‘ Date Format
[ A

| ! 1 ! I o
| H

‘ 45 |Hiring Above the Minimum, Civil Service Rule §.5(g) 05142012
| J

| 7 |.Jc|b Related Autemobile Accidents |03.|'2?s'20[|9
| L

‘ 1 |Lea\.fe for Maternity |1 0/02/2009

‘ 15 |Lim'rt on Use of Annual Leave Immediately Prior to Retirement (Terminal Leave) |UEJ1 712010
| M

| 55 |r.1inin1un1 Training |D?.|'IJ1:'2012
| N
[ [



http://www.doa.louisiana.gov/ohr/policies/PersonnelPolicy45.pdf
http://www.doa.louisiana.gov/ohr/policies/PersonnelPolicy45.pdf
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Find associated forms at
http://www.doa.louisiana.gov/ohr/forms/forms1.htm

USEFUL IMNFO
‘ Form
Ll e | ATTENDANCE
|Flexil::-le Hours Reguest Form |
EMFLOYMERMT LAWS
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http://www.doa.louisiana.gov/ohr/forms/forms1.htm

6.5(g) Preview

QL LOO ouisiana Departmen
& wy, Loui

State Civil Service

Chapter 6: Pay Rules

State Civil Service
Pay Rules,
Section (g):

http://www.civilservice.louisian
a.gov/CSRules/Chapter6.aspx

> A writteh policy approved by

the Appointing Authority
must be in place.

> The appointment js
probational or job

appointment.
> The request does not

exceed the 3 quartile for
the affecteqd job.

> The Pay adjustment js
réquested at or within one
year of initial hire. Pay
adjustment myst be
Prospective.



http://www.civilservice.louisiana.gov/CSRules/Chapter6.aspx
http://www.civilservice.louisiana.gov/CSRules/Chapter6.aspx
http://www.civilservice.louisiana.gov/CSRules/Chapter6.aspx

Rule Compliance

. A concurrent pay adjustment may be requested
for existing employees who occupy positions
in the same job title and possess the same or
equivalent qualifications.

. Inorder for a current employee to receive
a 6.5(g) adjustment based on a new hire, |
the action must take place on the same % "
date that the 6.5(g) pay adjustment is &
given to the newly hired employee.

. The same documentation completed
for a new hire also must be completed
for a current employee.




Rule Compliance

day waiting period




Rule Compliance

If permanent status employee resigns and
rehired into the same position, the same
job title, or a lower level job in a career
progression group at the same agency,
the employee shall not be eligible for an
increase under this rule unless preceded
by a 60 day break in State service.




Rule Compliance Review

Probational or Job Appointment - v

Up to the 3" Quartile

Upon Initial Hire or Within
1 Year of Initial Hire
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Required
Documents:
1. Web-base
ersonnel Action
Request (PAR)
Form

R Details | Comments

Seclion: | Information Services ¥ |

Time Admin No:

Dale Prepared: 05/02/2014

Subgroup: Classified

C Full Time

Employee Status: I - Select Status - I
Part Time: # of HlsiWkI

FLSA:
C Exempt c MNon-exempt

Nome:l

Leave Earning: c Yes cC No

Date of Birth:

Race:

Decline 1o State j Ethnicity: | Decline to State -

Sex: | Decline to State 'I

Action Type: New Hire

Proposed Effeclive Date:

Ending Dale:

Reports To:
To:
Seciion:l
Position No: Job Title: I Job No: I
Hrly Pay:
BiWkly Pay: SI 5 Pay Level:

Special Pay: -

Type: [~ SER 7 ON Call [ Shift Diff.

Safely - Sensifive: C Yes © No

If the position to be used is not in your T.O., which position do you want to swap out of your 1.0.7

Postion No. Tille: |

Remarks/Work Schedule/Justification: Work Parish: | East Baton Rouge -I
Org.Unit No Cost Centers
I Cost Center Object Sub-Object Rept. Category Percent Remove
other |
Aftachments:
Computation of Student Pay: No altachment
Browse. COE: No alachment | Browse...
Justification e-mail or memo from section: No atachment SF-10D Applicafion for Student Employmenk No aftachment
Browse. Browse...
Org Chark: Browse... | [T Ifnot current or nol altached, make note in Comments section
SF3: I Browse... I If not current or not attached. make note in Comments section




Required
Documents:
2. Conditional
Offer of
Employment
(COE) Form

http://www.doa.louisiana.gov/OHR/forms/C
0OE.9.2013.pdf

OF-TIZ REVISED (%13
DIVISION OF ADMINISTRATION
CONDITIONAL OFFER OF EMPLOYMENT

TO BE COMPLETED BY THE SECTION:

Applicant Name: S5#: Personne] #:
(Please print)
Applicant Phone Number: (home) (work) (celly
This is a Conditional Offer of Employment to a position with the:
(Section or division)
In the job title of; Salary Offered:
In the following status;

(Permanent status) or (Probationary status for up to 24 months) or (Other-please specify)

D_Tmmfem'ng wiout a break In service D_}Iew Hire D_Relj.ree Rehire

(Please check all that apply)

Other-(Please specify)

This position has been designated as a secunity-sensitive position and a ciminal lstory check must be performed. Dyes Dno
This conditional offer has been made by:

Name: Date: Phone:

TO BE COMPLETED BY THE APPLICANT IN OHR:
Have vou ever been on probation or sentenced to jail‘prison as a result of a felony conviction or guilty plea to a felony charge?
Yes No If “Yes”, give the law enforcement authority (city, police, sheriff, FBL etc.) the offense, place and

disposition of the case:

Have vou ever been fired from a job or resigned to avoid dismissal? Yes No

Are you currently a party to any litigation, claim, arbitration, mediation or any other action against the State of Louisiana or any of

its departments or divisions? Yes No

NOTE: Answering "Yes" to the above questions does not constitute an antematic bar to emplovment. Factors such as age
and time of the offense, seriousne:: and nature of the viclation, and rehabilitation will be taken into account.

The conditions which must be met in order for this offer to be made a final and real offer of ent include. but are not

limited to:
)] You must take and pass a drug test.
) You must agree, in writing, to allow a criminal history check to be conducted if this position has been designated as a

security-sensitive position.

3 You must meet all requirements for the job title including, but not limited to, meeting the Department of State Civil Service
(DSCS) Minimum Qualification Requirements for the position. and, the salary you may be offered must be verified to be in
compliance with Division of Administration (DOA) policy and DSCS rules. The salarv must be approved by the appointing
authority.

Pagelof2
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http://www.doa.louisiana.gov/OHR/forms/COE.9.2013.pdf
http://www.doa.louisiana.gov/OHR/forms/COE.9.2013.pdf

Required
Documents:

3. Justification
Letter
Addressed to the
Appointing
Authority

TO: , Appointing Authority
FROM: , Section Head

DATE: March 1, 20XX

SUBJECT: J. Doe -- 6.5(g) Request

In accordance with Civil Service Rule 6.5(g), I am
requesting to hire Mr. J. Doe as a State Risk Adjuster 4, at the
rate of $1,891.60 bi-weekly or $49,182.00 annually. This is
the mid-point of the AS-615 pay level. Mr. Doe possesses
extraordmary qualifications/credentials as described below.

Mr. Doe has approximately eighteen (18) years of
experience as an Insurance Claims Adjuster and numerous
certifications mcluding Legal Principles Claims Specialist
designation, Certified Worker’s Compensation Professional,
and Property Claim Law Associate. He also has a Master’s
Degree in Business Administration.

[ have reviewed the salaries of other Adjuster 4s within
the General Liability Unit of ORM and found that one
Adjuster 4, Mr. T. Smith, is earning less than the
recommended annual salary for Mr. Doe. However, Mr.
Smith does not possess the same or equivalent
qualifications/credentials as Mr. Doe. All the other Adjuster
4s in that unit have an annual salary greater than the
recommended salary for Mr. Doe. Therefore, I am not
planning to adjust any other salaries based on this request.

For the reasons provided above, your consideration and
approval of this request would be greatly appreciated. Please
let me know if you need any additional information.

Thank you.




SF10 APPLICANT: READ THE INSTRUCTIONS ON PAGE 2 BEFORE FILLING OUT THIS APPLICATION
FEV. 10403 Printclearly or type. Staple all loose pages before submitting application.

STATE OF LOUSIANA FOR OFFICE USE
DEPARTMENT OF CMIL SERVICE
PO BOX 94111, Capitol Stsfon acfongs
STATE PRE-EMPLOYMENT  |Estom Rouge, Louisians 70804-8111 -
APPLICATION Zassion v

AN EQUAL OPPORTUNITY EMPLOYER

Required

Data Eniry Complstad 2
[ = 2
Documents: SEE INSTRUCTIONS ON PAGE 2 |*—
: - : : i &
T 'Ije "‘\;JBL WDE'ND | TR e Social Security Number E
MALEE -Fist Lidde Last | | | | | | | |
urren —
e ( } - 2
Ty e Zip Code Home Teeohone No.
[ ) -
ARETOUREGUESTING AREGRADET O YET OHT Eal Booess

m I O m e n Register, JobTithe(s) or Test Senes FOR OFFICE USE
Apphed for SER. GO REl GRD TR ADDITIOMAL TITLES SER C0 REl GAD TR
A licati

ALLC TITLES LIGTED ABUVE MUST HAVE THE SAME SERIES NO.
JOE LOCATION AVAILAGILITY — IMPOTT ANT - Wark 3 1535t one (1], DUTND MOre Man Twenty [20] paranss. WIark DNy e Parsh (@8] whers you ars wilng 1 wark. N you & o
raply o an inquiry or deciing an offer of employmentin 3 parish you marked. you will be removed from the eligible Bt Availability informafion on your most recent F-10 will be
your availability for all jobs for which you have appiied.

http://www.doa.louisiana.gov/ohr/fo Oreas [ goce Oz o | Guiess | Qimwe | Gesiee | gevene
092 Allen O 10 Calcasisy Oi25 Jefarzon O7 Morehous= O42 Rchiand OO0 3 Manin /55 vemon

rms!sflOdef D% feceeon | Q1T Caowe OF =t | O-eners | OGtow EELT O =g
0O Assumpion 0 12 Camemn 28 Lxgyene [0 36 Cneans [0 44 S1Eeman O52 51 Tammarny O 50 Webser
S O75 Caaoaa Ozie=en O==owre | O3 cena O&ooaes | O@Tagmes | 06 Wen
OFcsrms | OV Caws B Ooisa: | OermeEne | Ohowes | OoTees T
O07 Eieille O 15 Concomdia O023 oea O0'31 Lincoin 039 Pe. Coupee O47 StJames O'55 Temebonne O0&3 W. Feliciana
O35 Eossier O 16 DeSonn 024 memviie OF=2 Lisingston O 40 Rasoes 045 Stuomn 056 Union 054 Wimn

Please check the type of employment you will accept:
Permanent O] Temporary

Mote: Temporary Appointments are no more than 36 months.

Are you claiming Veteran's Preference points on this application?

O YES (If "res" complete military service information on Page 3)

O no

AUTHORITY TO RELEASE INFORMATION: | comsentio fhz release ofimformaton conceming my capacity andlor 3l aspects of prorjob performance by emghoyers,
educsfionsl msfufons, law enforement sagencies, and ofer mdividusls and sgencies to duly scorediizd mvesigsiors, human resources sisff and ofersufonized
emplayees of e siste govemment for fre purpose of deteemiming my ehghbilty and suitshility for employment.

| cerffy fhat sl sislements made on fis spphcafion and any stisched papers aretrue and compleiz o fe bestofmy imowledge. |undersisnd fiatmiormation on fris
apphicaton may be subjectio imvesfigaton and verficsfion and fatany misrepresenisfion or matedsl omission may cause my appicafion fo be rejected, my name io be
remavad from fie ehgiblz regsizr andior subjectme 1o dismisssl fom sisie senice.

IHAVE READ THE STATEMENTS ABOVE CAREFULLY BEFORE SIGNING THIS APPLICATION:

Signature of Applicant: SocialSecurityNo. [T T [T T T T T I0T
Date: [For Verification):



http://www.doa.louisiana.gov/ohr/forms/sf10d.pdf
http://www.doa.louisiana.gov/ohr/forms/sf10d.pdf

Required
Documents:

5. Current
Approved
Position
Description (SF3)

Correlated entries of SF3
and SF10.
For example...

COMPENSATION ADMINETRATOR
DEPARTMENT OF STATE ONVIL SERVICE
PO B0 54111 - CAPITOL STATION

POSITION DESCRIPTION

30 AxmaN =
COMBULTANT

303 10T HuMSES

oMLY

O weweosmonestassses O ssrussen WO ACTION

HATON ROUSE, LA TOSM-S5111 [Fanm Revision Date: 7/4/201%
HUMAN RESOURCESUSE DI A7 O seewocmez RS s e sz asm
D 108 CORRECTION un Do Latersl

CEMCIAL KUCCAION

OEmCIAL JOL Do

AT LEVEL

[E— TR

SESaRTE

O = 0Omn O w=

TACCASSCN GACUT

WESTER )08 OECTON

O o O vw= 0O m

[t ]

['13-14 paper version shown here]

1 TYPEOF REQUEST

Check appropriste request boxes. I master job descripghan, see instruction sheet.

O asency apPEaL | urDaTE O master
O emrioveearresl | O 108 CORRECTION O career PROGESSION reescuN s, Anas coos
O 53 areeaL | O nEw POSMCN GROUP

FOSTION MUNISER

CUTTENT CERICIAL JOSTITLE (iF POSTION IS ACTT, LST CA7OF ALDCANON)

SuTEENT AT L

T OANCAL IS 00N

WACAITSTED CRRCIAL SO TITLE

WBCLISSTED PAT LREL

WECUIEITED CRRCAL 08 D0

2 GENERALINFORMATION

EMFLOTEE'S NANAE —MAIT, LAST

Emplapes Qualiies For lob

CEmCETEEMONE

Ove Owe ( |

AITMCY/ DEFRATAIENT — CANICE — DWSON

HLVIEN MESOUTICES COMTACT

CEmCIAL TITLE OF SUZETYS0

QURECT SUFENNII0ATS PTHTION NUMISEY UNEN NESOUSCES TREAONE

()

| 3 COMPARATIVE POSITIONS

LList positions that have similar or identical duties to this pasition. |

MCUMISENT N ANAE FOITC

N NuUwSEL CEmCIAL JO% TITLE § AEENCY

| 4 SUPERVISORY ELEMENTS

ORGANIZATIOMNAL CHART MUST BE ATTACHED |

O CETERMINES WORK ASSISNMENTS O RECOMMENDS HIRING/PROMOTIONS [ TRAINS STAFF NUMEER OF
DMRECT
O REVIEWS AND APRROVES WORK O =REPARES & 5KENS PES RATING O sreaovesLEavE SUBDRDINATES
|5A"ACHME"TS Cheack ta indicats Plzase ravi 2 fiptian i fin sheet far detsils regarding required |
attachments

O organizational Chart [required] [ Duties / Responsibilities [required)

O comments O MIDPosition Numbers 0 Cantracted Persannel Form

[ 6 SIGNATURES

O 1 cortity enmt ene insarmation in tris document s true snd
diszgres with 2 partion of the contents and heve attached
EMIPLOYEE comments.
DATE O certify thet | agres with this document.
O 1 coriny et 1 mmwe revimwad the position description.
diszgres with = porfion of the conbents and have sitached
DNRECT SUPERVISOR COMmEnts.
] et | mgres with this domumant.
(] fevve reviewed the position description.
disxzres with 2 partion of the contants snd have attachad
APPOINTING AUTHORITY |Raquirad far procssing| COmmENts.




Correlated details: SF3 to SF10

SF3 Position Description SF10 Student Application

IFYOU DO NOT ANSWER ALL QUESTIONS COMPLETELY, YOUR APPLICATION
MAY BE REJECTED OR DELAYED SEVERAL WEEKS, AND YOU WILL MIS5 JOB MAME
OPPORTUNITIES.

WOURE EXFERIENTE - INPOR TAN T List all jobs and Scivbes Including miliary Senice, pan-ime enp
BEGIN with your FIRST job in Block A; END with your MOST RECENT or PRESENT job.

| 7 JOB DUTIES AND RESPONSIBILITIES

ief statement describing the function of work or reason why the position exists. List duties indicating the peros
. I applicable, d=sibe any unusual physical demands andfar unavaidable hazards of the pastion. Attech sdditionl pages # necessary.

MO OF B0oNESS

ftime spent for =ach area of

Provide

respansii

ET ADDURE OUR OFFICTAL JOB 1TTLE
If duty|s} ar= shart-term  temporary and nenrecurring, nate beginring and ending dates and percent of fime required to perform the dutyls). Begin the writing of

) ment]s) as follows: {SHORT-TERM —
ORT-TEAM — 1/1/39 thru 1731/99) | caunt CITY AND STATE TELCEFHUNE NUMBER BEGINNING SALAR ENDOTNG SALEH
1 9] lcount._ =
()
PERCENTAGES MUSTTOTAL 100%  LISTDUTIES IN DECREASING CRDER OF IMPORTANCE £ COMPLEXITY. THE NEED FORSPECIAL LCENSE, POLICE COMMISSION, DATES OF EMPLCTRENT oD v ] VERAGE HRE. WORRED | HEASUN FUR CEAVING RU. OF EMPLOYEES YOU
KNOWLEDGE OR TRAINING MUST BE INDICATED BELOW. IF APPLICABLE. FROM ! ! Ta | i PER WEEK DIRECTLY SUPERVISED
FIARE TTTLE AND FHONE NO. OF YOUR SUFERVISOR LIS T JOB TTTLES OF EMFLOYEES YOU OIREC ILT SUFERWVISED

NARET TTTLE UF PERSUN WHUTAN VERTF Y THISEMPLOYMERT

DUTIER: Listthe major duties involved with jolr and give anapproximate percentage of time spent on each duty.
MAJOR DUTIES

Correlate extraordinary
qualifications between +=——=
SF3 and SF10.

100%
mt:'\ ey LIEANY NELE | HD OF BEUSNESS
TADODORE OUR CFFICTALJOE TTTLE
T NOSTATE TELEFAONE NUMEER BEGINHING SALAR ENOTNT LER
[y
VT
DATES OF EMFLOTRENT MoTalvr) VERAGEHR=. WORRED REASDN FOR TEAVING W COF EMFLOYEE s u)
FROM ll ll TO [ PER WEEH DIRECTLY SUPERVISED
NARET TTTLE AND PHORE WU, OF YOUR SUPERVIEOR LI=T JUB TNTLES UF EMPLOTEES TOU DTRECTLY SUPERVISED
NARMETTITCETF FERSON WHUCAN VERTF T THISERMPLOTRIENT

DUTIES: | Listthe major duties involved with job and give an approximate percentage of ime spent on each duty.
T OF THE MAJOR DUTIES

For example, continued next slide...

100%




SF3 “JOB DUTIES AND RESPONSIBILITES” Section

State Risk Adjuster 4 — Position #54321

60%: evaluates and
the most complex
personal, causality, and property
claims. Field investigation tasks
include but are not limited to
inspecting accident sites, developing
facts of an accident from any
available, taking
photographs, taking measurement,
inspecting vehicles for damages and
defects, making field notes, making
sketch drawing of accidents scenes,....

25%: Determines litigation, prepares
claims with attorneys for legal action,

attends mediation and as
well as in court concerning
the results of investigations
conducted.

y

——5 SF10 “Work Experience” Section

Applicant Name: J. Doe

Type of Degree Earned: Master’s Degree, Business
Administration — May 1987

Type of Professional License or Certificate:
Legal Principle Claims Specialist designation;
Certified Worker’s Compensation
Professional; Property Claim Law Associate
Employer: XYZ Company

Dates of Employment: February 2, 1992 — June 3,
2010 (18+ years experience)

Official Job Title: Insurance Claims Adjuster

Major Job duties:

Conducted complex property and casualty
claim ; pursued and
second injury fund claim;
from the scene

of accidents and determined the probable
amount of exposure of loss;

coordinated activities of
attorneys, investigators, physicians and other
specialized personnel in the resolution of
claims cases; personal injury,
casualty and property claims.




Required
Documents:
6. Release for
Reference
Checking Form

http://www.doa.louisiana.gov/OHR/forms/Release.pdf

RELEASE FOR REFERENCE CHECKING

“We want you to know that reference checking is an tmportant part of our hiring process. In
addition fo contacting the persons you furnished us as referenceﬁ on your Civil Service
Application o resume, we may also contact other business assoctates, acquaintances and friends.
We ask all references a series of questions about work experience, character, personal habis,
educational background and personality. In some cases we ask an outside firm to check

references.”

“Tvoluntarily consent to allow the Division of Administration or any of its officers.
employees or agents to check my references by contacting any person whom they deem to be an
appropriate reference. Tunderstand that these questions may be about my personal or

educational background, work experience, character and personality.”

Signature Date



http://www.doa.louisiana.gov/OHR/forms/Release.pdf

Required
Documents:
7. Completed
Verification of
Employment
Form

*Contact references for all
positions with extraordinary
qgualifications.

Verification of Emplovment

For each work experience that is considered extraordinary and is being used to justify hiring above the minimmm
of the pay range [6.5(g)]. verification must be made by contacting the employer to confirm the applicant’s employment.

Name of Employer

(Employer Name)

Name and title of the individual confirming the
information on the applicant’s employment application

(Name) (Tidde)
[ Applicant’s dates of employment | =
(From) (To)
[ Job title held by the applicant |
(Job Title)
Specific work experience which the emplover
confirmed that the applicant had obtained
‘ Name and iit_le ofthg DQA representative who verified
e (Print Name) (Signaniie) (Tirle)
Date and time the qualifications were verified by the ‘
DOA representative Date) Time)

Name of Employer

(Employer Name)

Name and tifle of the individual confirming the
information on the applicant’s emplovment application

(Name) (Iidle)

Applicant’s dates of employment

{From) (Ie)

Job fitle held by the applicant

(Job Title)

Specific work expenience which the employer
confirmed that the applicant had obtained

Name and title of the DOA representative who venfied
the applicant’s qualifications

(Print Name)

(Stgnamvre) (Tirle)

Date and time the qualifications were venfied by the
DOA representative

(Date) (Time)




8. College Transcript/Licenses

If required, the applicant must submit a copy
of his/her college transcript or college diploma
and licenses. The original transcript must be
submitted 2-weeks after being hired.

OFFICIAL TRANSCRIPT
in Sealed Envelope
voiD IF SEAL BROKEN

...—0. .\.

22

> -
........



Current Employee Salary Adjustment

The current employee must have the same job title
and possess the same or equivalent qualifications.

If you are planning to request an adjustment for
current employees, include a statement within the new
hire justification letter, such as:

Sample Statement:

a) “Two other Analyst 4s, Mary D. and Tom C. possess
same or equivalent extraordinary qualifications as Mr.
Doe (new hire). Explain within the justification the
current employees extraordinary qualifications as they
compare to Mr. Doe’s qualifications.”

If you are not requesting an adjustment...



Current Employee Salary Adjustment

The current employee must have the same job title
and possess the same or equivalent qualifications.

If you are not planning to request an adjustment, include a
statement within the new hire justification letter, such as:

Sample Statements:

a) “Two other employees hold the same job title;
however, their salaries will not be adjusted because they do not
possess Mr. Doe’s years of experience,” or

b) “The credentials of employees with the same job title
have been reviewed, and determined that no other salaries will
be affected at this time due to budgetary, disciplinary issues,
etc.,” or

c) “No other salaries will be adjusted based on this
request because no other employees within the unit hold the
same job title.”



Salary Adjustment Formula

Formula to use for the same or equivalent qualifications:

Example #1:

New hire is being brought in at the Midpoint (AS-615).

Current employee salary will be adjusted, but he/she was initially brought in
under 6.5(g).

Special Hire Rate (rate new hire broughtin) — 1
Old hire rate (rate the current employee was previously brought in at under 6.5g)

$49,182 annually (rate of new hire at the Midpoint) — 1 = 0.06 or 6%
S46,373 annually (rate current employee was
brought in at under 6.5(g) when hired).




Salary Adjustment Formula

Example #2:

New hire is being brought in at the Midpoint (AS-615).
Current employee, not previously a 6.5(g), salary to be adjusted.

Special Hire Rate (rate of new hire at the Midpoint) -1
Old hire rate (current minimum of the AS-615 pay level or current SER)

$49,182 annually (rate of new hire at the Midpoint) —1 = 0.55 or 55%
$31,678 annually (current minimum of the AS-615 pay level)

$49,182 annually (rate of new hire at the Midpoint —1 = 0.25 or 25%
$40,430 annually (current SER for that position)

An adjustment may be requested up to the percentage calculated. From past
experience, most adjustments have been approved at less than 10%. Also, take
into consideration the salaries of other employees in higher pay levels to avoid
causing disparate pay situations.



6.5(g) Checklist (p-1/2)

Human Resources reviews the following:

= Section/Agency policy on file.
= Completed Personnel Action Request (PAR) form.

= Justification Letter (Indicate within the justification letter if salary
adjustments are being recommended for current employees.)

=Current SF3 (Position Description) — The Official Affirmed Copy.
=Current SF10 (Current Civil Service Employment Application).

mExtraordinary credentials correlated and highlighted between SF-3 and
SF-10. [Use a number system or highlighting process

=Release for Reference Checking form signed by the applicant (prior to
checking references).

=Current or Previous Employers verified
-Verification of Employment [6.5(g)] Request Form -- located under the
COMPENSATION section at http://www.doa.louisiana.gov/ohr/forms/forms1.htm

=Salary Verified continued...


http://www.doa.louisiana.gov/ohr/forms/forms1.htm

6.5(g) Checklist, continued: (p-2/2)

Human Resources Reviews the Following:

= Educational Credentials:
- Copy of transcript or diploma (The Official Transcript must be
submitted 2 weeks after being hired).
- Letter of Award or Certificate

= Current employees in the same job title are reviewed (A brief
statement by the section head is included within the justification
letter):
______Extraordinary qualifications found, request to increase pay.
_____Ifyes, 6.5(g) documentation included.
______Extraordinary qualifications found, no increase in pay.

If no, section head written explanation included.

______No extraordinary qualification found among other employees.
_____No other employees in same job title.

For a paper version of the checklist, please contact L & D.
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Interview

L brin_g I see that!
extraordinary

3
talents! You’ve come to

the right place.

1. Applicants are
interviewed for
employment.



Conditional Offer of Employment

2. A section representative
makes a conditional offer of
employment to the applicant.
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3. Electronic Personnel Action
Request (PAR) is submitted.

#\; PA R Office of Human Resources

3 personnel action request STATE OF LOUISIANA

Personnel Numberl Your State Personnel Numiber consists of a P followed by 8 digits.

For example: POD0123435.
Fassword I

If vou have o P-D, vou can reset or change your password using
Login the
LEQ Password Maintenance Application

To access PAR logon site, go to :
http://wwwprdl.doa.louisiana.gov/par/

More on PARs...


http://wwwprd1.doa.louisiana.gov/par/

Personnel Action Request (PAR)

3. Human Resources
staff verifies that the
request complies
with Civil Service
Rule 6.5(g) and
ensures that all
required documents
are completed and
attached, including...

List & placement of forms...

AR Details Comments

Section: |Information Services 'I

Time Admin No:

Date Prepared:

Sub Student [~ Select Staru © FllTime
ubgroup: duden E I Status: | - Sele s - | =
mployes Sl C Part Time: # of Hrs/Wk

FLSA:
' Exempt C Non-exempt

Name: |

Leave Earning: © Yes C No

Date of Birth: Race:

[Dectine to State =1 Ethinicity: | Decline to State >

Sex: | Decline to State >

Action Type: New Hire

Proposed EHfectlive Date:

Ending Date:

Reporis To:

To:

Section: |

Position No:|

Job Title: | Job No:
Hrly Pay:
BiWkly Pay: § s Pay Level:

Special Pay: [

Type: [— SER [~ ON Call [ Shift Diff.

Safety - Sensitive: C Yes © No

If th tion to be

dis not in your T.O

. which position do you want to swap out of your T.O.?

Postion No./Title: I

Remarks/Work Schedule/Justification: Weork Parish: [East Baton Rouge [v|
Org.Unit No Cost Centers
Cost Center Object Sub-Object Repl. Category Percent Remove

Add Another

Aftachments:

COE: attachment

LA Careers Applicafion: atachment

Justification e-mail or memo from section: attachment

State of Louisiana Employment Application: No attachment

Transcript: No altachment

Org Chark: View attachment  Org Chartis not current or not attached. Check the Comments secfion.

§F3: View attachment 3F3 is not current or not altached. Check the Comments section.

Miscellaneous: No altachment




Conditional Offer of Employment

An OHR liaison contacts the
applicant and schedules a
date & time for her/him to
visit OHR to complete the
necessary paperwork.

Alachments:

COF atachment LA Careers Applicafion: attachment

Jusfficafion e-mail or memo from section: attochment State of Lovisiana Employment Application: No attachment
Transcript; No aftachment

Org Chart: View attachment  Org Chartis not current or not aftached, Check the Comments secfion,

$F3: View aftachment $F3 is not cumrent or not aftached. Check the Commenks section,

Miscellaneous: No aftachment

OF-722 REVISED (&13
DITVISION OF ADMINISTRATION
CONDITIONAL OFFER OF EMPLOYMENT
TO BE COMPLETED BY THE SECTION:
Applicant Name: S5#: Persomnel #:
(Please print)
Applicant Phone Number: (home) {work) (cell)

This is a Conditional Offer of Employment to a position with the:

(Section or division)

In the job fitle of: Salary Offered:
In the following status:
(Permanent status) or (Probationary status for up to 24 months) or (Other-please specify)
DTramferrjng wout a break in service J:L}Iew Hire DREﬁIEe Rehire Other-(Please specify)
{(Please check all that apply)

This position has been designated as a security-sensitive position and a criminal history check mmst be performed. Dyes J:Luu
This conditional offer has been made by:

Name: Date: Phone:

TO BE COMPLETED BY THE APPLICANT IN OHR:
Have vou ever been on probation or sentenced to jail'prison as a result of a felony conviction or guilty plea to a felony charge?
Yes No If “Yes™, give the law enforcement authority (city, police, sheriff, FBL etc.) the offense, place and

disposition of the case:

Have vou ever been fired from a job or resigned to aveoid dismissal? Yes No

Are vou currently a party to any litigation, claim, arbitration, mediation or any other action against the State of Louisiana or any of

its departments or divisions? Yes No

NOTE: Answering "Yes" to the above question: does not constitute an automatic bar to employment. Factors such as age
and time of the offenze, seriousnes: and nature of the viclation, and rehabilitation will be taken into account.

The conditions which must be met in order for this offer to be made a final and real offer of ent mclude, but are not
limited to:

1y You must take and pass a drug test.

2) You must agree, in writing, to allow a criminal history check to be conducted if this position has been designated as a

security-sensitive position.

H You must meet all requirements for the job title including, but not limited to, meeting the Department of State Civil Service
(DSCS) Minimum Qualification Requirements for the position. and, the salary you may be offered must be verified to be in
compliance with Division of Administration (DOA) policy and DSCS rules. The salary must be approved by the appointing
authority.

Page 1 of 2




Justification Letter

Attachments:

COE: attachment LA Careers Application: aff

State of Lovisiana Employn

Org Chart: View attachment  Org Chart is not current or not atached. Check the Comments section.

Justification e-mail or memo from seclion: atachment

Transcript: No aftachment

§F3: View attachment  SF3 is not current or not attached. Check the Comments section.

Miscellaneous: No aftachment

Briefly state the
applicant’s extraordinary
qgualifications and
indicate if a request is
being made to adjust a
current employee’s
salary.

TO: , Appomnting Authority
FROM: _Section Head

DATE: 06/01, 20XX

SUBJECT: I Doe--6.5(g) Request

In accordance with Civil Service Rule 6.5(g), I am requesting to
hire Mr. J. Doe as a State Risk Adjuster 4, at the rate of $1,891.60 bi-
weekly or $49,182.00 annually. This 1s the nud-point of the AS-615 pay
level. Mr. Doe possesses extraordmary qualifications/credentials as
described below.

Mr. Doe has approximately eighteen (18) years of experience as an
Insurance Claims Adjuster and numerous certifications mcluding Legal
Principles Claims Specialist designation, Certified Worker’s
Compensation Professional, and Property Claim Law Associate. He also
has a Master’s Degree i Business Admumstration.

I have reviewed the salaries of other Adjuster 4s within the
General Liability Unit of ORM and found that one Adjuster 4, Mr. T.
Smuth, 15 earning less than the recommended annual salary for Mr. Doe.
However, Mr. Smith does not possess the same or equivalent
qualifications/credentials as Mr. Doe. All the other Adjuster 4s i that
umit have an annual salary greater than the recommended salary for Mr.
Doe. Therefore, I am not planning to adjust any other salaries based on
this request.

For the reasons provided above, your consideration and approval
of this request would be greatly appreciated. Please let me know 1if you
need any additional information.

Thank you.
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Correlated Position Description (SF3)

Altachments:

COE atachment

Justification e-mail or memo from sechion: aftachment

Transcript: No attachment

Org Chart: View aftachment  Org Chart isgefurrent or not attached. Chec

§F3: View aftachment |I

Miscellaneous: No altachment

[Position Description (SF3)] — Affirmed Version
State Risk Adjuster 4 — Position #54321

(1) )

Investigates, evaluates and negotiates the most complex personal. causality, and property claims.

Field investigation tasks include but are not limited to. inspecting and accident site, developing
(3)

facts of an accident from any physical evidence available. taking photographs. taking

measurement. mnspecting vehicles for damages/defects. making field notes, making sketch

drawing of accidents scenes, efc...

Determines litigation, prepares claims with attorneys for legal action. attends mediation and

@

trials and testifies in court concerning the results of investigations conducted.




Correlated Employment Application (SF10)

Employment Application (SF10) — Current
J. Doe

Applicant Name: J. Doe

Type of Degree Earned: Master’s Degree in Business Administration — May 1987

Type of Professional License or Certificate: Legal Principles Claims Specialist designation
Certified Worker’s Compensation Professional
Property Claim Law Associate

Employer: XYZ Company

Dates of Employment: February 2, 1992 — June 3, 2010 (18+ years experience)

Official Job Title: Insurance Claims Adjuster

Major Job duties:
(1)
Conducted complex property and casualty claims mvestigations: mvestigated and pursued
(3)
second mjury fund claim; gathered physical evidence from the scene of accidents and determined
(4)
the probable amount of exposure of loss; attends and/or testified in trials: coordinated activities
of attorneys, mvestigators, physicians and other spectalized personnel in the resolution of claims
2)

cases: negotiated personal injury, casualty and property claims.

LA Careers Applic gitachment

State of Lovisiana Employment Application: .. altachment

Check the Comments section.

pmments section.
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Release for Reference Checking Form
(Signed by the Applicant)

COE aftachment

Justification e-mail or memo from section: atachment

Transcript: No attachment

Org Chart: View altachment  Org Chart is not current or not attached. C

§F3: View atachment  $F3 is not current or not altached. Check the Co

m Miscellaneous: I:

RELEASE FOR REFERENCE CHECKING

“We want you to know that reference checking is an important part of our hiring process. In
addition to contacting the persons you furnished us as 1‘eference|s on your Civil Service
Application or resume, we may also contact other business associates, acquaintances and friends.
We ask all references a series of questions about work experience, character., personal habits,
educational background and personality. In some cases we ask an outside firm to check

references.”

“T voluntarily consent to allow the Division of Administration or any of its officers,
employees or agents to check my references by contacting any person whom they deem to be an
appropriate reference. I understand that these questions may be about my personal or

educational background, work experience, character and personality.”

Signature Date
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Verification of Employment Form

Attachments:

COE attachment LA Careers Application: g

Justification e-mail or memo from section: aftachment State of Lovisiana Employn

Transcript No aftachment

Org Chart: View aftachment  Org Chartis not cumrent or not atached. Check the Comme

§F3: View aftachment  SF3 is not current or not aftached, Check the

Miscellaneous;

Verification of Emplovment

For each work experience that is considered extraordinary and is being used to justify hiring above the mininum
of the pay range [$.5(g)], verification mmst be made by contacting the employer to confirm the applicant’s employment.

| Name of Employer

(Employer Name)

Name and tifle of the mdividual confirmmmg the
information on the applicant’s employment application

(Name) (Title)

Applicant’s dates of employment

(From) (To)

[ Job title held by the applicant

(Job Tile)

Specific work expenence which the employer
confirmed that the applicant had obtained

Wame and title of the DOA representative who venfied
the applicant’s qualifications

(Print Name)

(Signamire) (Title)

Date and time the qualifications were verified by the
DOA representative

(Date) {Time)

[ Name of Employer

(Employer Name)

Wame and title of the mdividual confirmmg the
information on the applicant’s employment application

(Name) (Title)

Applicant’s dates of employment

(From) (To)

[ Job title held by the applicant

(Job Tidle)

Specific work experience which the employer
confirmed that the apphcant had obtamed

Name and title of the DXOA representative who venified
the applicant’s qualifications

(Print Name) !

(Signamie) (Title)

Date and time the qualifications were verified by the
DOA representative

(Dare) (Time)




Official College Transcript and Licenses

Your School Name Here
N o Sl Adddrem Nowwr: Y omr Naone 1B | Vowr Stademt 1D
- . " OB Yowr Dpte of Birsh
[T Coare e Tow . Tomne | oA |
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e

Attachments: /

COE: atachment /Mmeers Application: attachment

Justification &-mail or memo from section: attachment / State of Lovisiana Employment Applicatio
L/

Transcript: AIMESTEN TOTALS : X

(Org Chart View attachment  Org Chart is not current or not attached. Check the Comments sechion. [ awals & Pt | et I
| OO0 O of gl

§F3: View aftachment  SF3 is not current or not altached. Check the Comments section. oy - |
EEE

Miscellanecus: No atachment el
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HR Review and Notification

* |f necessary, the Human Resources representative
notifies the Section Liaison of missing 6.5(g)
documentation. The request is held until the
required documentation is submitted, and
comments are added to the “Comments” section of
the Electronic PAR, indicating “Additional
documents are required.”

* When all the required documentation is submitted,
the Human Resources representative forwards the
electronic PAR through the appropriate channels for
approval/denial by the Appointing Authority.
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Final Decision

If the request is
approved by the
Appointing Authg
the applicant is
contacted with
date. If the req
denied, the appl
is notified as well.
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Congratulations!

You’ve completed
the web-based 6.5(g)
Extraordinary/Credentials
module!

For OHR Contacts and to earn credit for this module...




Contact Us

Office of Human Resources
Staffing and Compensation
Unit

Main Line (225) 342-6060

Fax Line (225) 342-0019 (confidential fax)
Fax Line (225) 219-9558 (payroll fax)

To receive
a PDF version
of this module, please contact OHRL & D,
342-6060.


mailto:Sandra.Guy@la.gov
mailto:Brandon.Blanchard@la.gov
mailto:Cheryl.Schilling@la.gov

Comments?

Thank you for accessing

: _ |
this web-based module! Suggestions to improve

the module are
welcomed.

Contact

DOA OHR Organizational
Learning and Development.

To earn credit for this course, last page...



Qualification on the Transcript?

To receive credit on your transcript:

---View all slides---

| GET CREDIT FOR COURSE

“~

and click “Get Credit for Course”

click LOGOFF, return to LEO, and allow
your screen to refresh.

Contact OHR if the course does not post
to your transcript within 24 hours.



